
Preparing Documents for the Web 
  
 
 
 
PDF documents are the standard for OPI 
web pages. The information you use to 
describe your document is entered in 
Document Properties. This information 
helps others to search for your document, 

and allows OPI to catalogue the   
documents on our web site.  You can find 
the Document Properties window in Adobe 
Acrobat under FileDocument Properties. 
 
 

 
 

  
 
 
 
 
 
The default window in Document Properties is Description. The description 
fields are: 

• Title - Enter your document title here. 
• Author - The Author should always be the Office of Public Instruction, 

unless it is authored by another agency or group. Your name should not 
be used as the Author. 

• Subject - A descriptive sentence about the document. This must be 
different than the Title. 

• Keywords - If you were searching for this document, what would you 
search under? These are the words you would enter under Keywords. 
Keywords should be separated by commas. 

 
 



 

 
 
 
All of these fields are 
equally important; 
remember you are 
trying to help 
someone find your 
document. After you 
have completed the 
fields, be sure to select 
"OK" at the bottom 
right of the page. 
 

 
 
Saving the File 

 

Typically,  documents are half the 
size of the original. However, if you save 
the file using "Reduce File Size", they are 
smaller yet.  Select FileReduce File 
Size to save the file. 


